
EXTRANET 
TUTORIAL 



1)Draw Business from all Sectors and Engage them in Intelligent Workspaces 
 
2)Build upon existing Partnerships and Alliances Strengthening our Channels 
of Communication 
 
3)Identify and Eliminate the Barriers that Prevent the Development of New 
Partnerships and Business Alliances 

 

Our Extranet Goals 



A Few Things we can do with the Extranet 

• Add, view, edit documents and pictures 

• Post announcements for everyone’s to see 

• Use the calendar for events, meetings, and more 

• Create and participate in surveys 

• Create and participate in team discussions 

• Share web links with everyone in your group 

• Get and share contact information and more… 

Not all of these are covered in this tutorial 



 You must go to 
http://xnet.rockfordil.gov/default.aspx 
, to request a user name and 
password. 

 Complete all the fields shown with a 
red border to the right. When you’re 
done, click submit/create user. 

 A message will be sent to the official 
you’ve selected. The official will 
approve your request and you will be 
sent a confirmation e-mail containing 
your username and password.  

 The password sent to you is a generic 
password, and we strongly recommend 
you change your password as shown in 
the blue bordered area at the right. 

https://xnet.rockfordil.gov/default.aspx


Once Logged-In you’ll be redirected to a page that shows which sites you have permissions to. 



Clicking any of these tabs at 

the top will take you to that site. 

This is your 

Quicklaunch 

menu.  

•Clicking on the 

bold text takes 

you to the 

corresponding 

list, site, or 

document 

library. 



These are BREAD CRUMBS. These 

track where you’ve been. You can 

always click on a bread crumb to go 

back to a page you’ve already visited. 

You can click the BACK button to go 

back to the previous page (this works on 

any website). 

This tells you 

where you 

currently are. 



•Announcements 

•Calendar 

•Links (also known as a 

List) 

•Document Library 

•The Quicklaunch menu 

for more options 

There are several sections, called web parts, on each SharePoint page that 

are viewable by anyone who has access to the page. If you don’t see the 

particular items within a web part you may not have access to it. 



Announcements, Links, and City-Wide Documents all have a HYPERLINK at the 

bottom of their section for adding content. 

If you do not see the “add 

new” links you don’t have  

permission to add/edit content 

for that item 



•The TITLE you enter is 

what will appear on the 

main page. 

•The BODY is the 

message you want to 

get across 

•If you choose a date in 

the EXPIRES field, the 

announcement will 

disappear on that date. 

•You can add a file to 

your announcement by 

clicking on the 

•To spell check your 

announcement, click 

the                      button. 

•Click OK when you’re 

done. 



These are hyperlinks to web sites you want to share with others.  

•To add a link, you will need the website address (e.g. www.rockfordil.gov) 

•One of the easier ways to get a hyperlink is to visit that page. The hyperlink to that 

website will be in the ADDRESS BAR at the top of your screen. 

•Highlight the hyperlink in the address bar 

•Select copy 

When you select the “Add New” 

link, you will get the screen at 

the right.  

•Paste or type the hyperlink in 

the URL field. 

•Enter a description for the 

website 

•Notes are optional 

•Hit OK when you’re finished 

http://www.rockfordil.gov/


•You must locate the document you want to add by clicking on the Browse button. 

•Locate your document and click OPEN. 

If you check Overwrite existing files, when you click OK, if there is another document 

with the same name as the one you’ve selected, the existing one will be replace with 

the new one. 

Reference Slide 10 

Add a Document Link 



The calendar is a little more tricky. 

 

Click on the word, CALENDAR 

Click NEW at the top left of the 

calendar, view next slide… 



•The TITLE is what users will see in the 

calendar 

•The LOCATION is the location of the 

event 

•START TIME and END TIME are the 

times of the events 

•DESCRIPTION should explain what the 

event is 

•If you check ALL DAY EVENT, there will 

not be a start and end time 

•If you check RECURRENCE, you’ll 

need to complete the recurring time from 

the box at the bottom right. 

•Don’t check WORKSPACE. 

•You can add a file to your 

announcement by clicking on the 

•To spell check your announcement, click 

the                      button. 

•Click OK when you’re done. 

These 

are the 

minutes 



For many items on the Extranet there is a drop-down box. Get in the habit of 
checking the drop-down before clicking on an item. Sometimes the drop-down 
contains the option you’re looking for. This is especially needed for Discussion 
Boards. 



Anytime you click on the 

heading for a section, you can 

get more information on the 

items in that section. 



You can set up email alerts for just about everything on the Extranet.  For example 

when a document, List, or Calendar Item is updated, created, or deleted. This keeps 

you informed without having to keep checking back. 

Click the heading for 

the item you want to 

receive an e-mail for. 

Click 

ACTIONS, 

then ALERT 

ME. 



Complete this 

screen and 

click OK.  

You will be 

alerted of any 

change that 

occurs on that 

List, Calendar, 

or Document 

Library. 



You will receive the message below once you click OK. 



You have successfully 
completed the Intro to 
the City of Rockford 

Extranet Tutorial 



If you’re still having a problem, contact: 

Kevon Hayes 815.987.5721 

E-mail him at webmaster@rockfordil.gov 

 

mailto:webmaster@rockfordil.gov

